™ BUSINESS and FINANCIAL MANAGEMENT

)



7.1—FISCAL YEAR

The District’s fiscal year shall begin July 1 and end on the following June 30.

Legal Reference: A.CA. §6-20410

Date Adopted: July 24, 2003
Last Revised:



7.2—ANNUAL OPERATING BUDGET

The Superintendent shall be responsible for the preparation of the annual operating budget for the District. The
Superintendent shall present the budget to the Board for its review, modification, and approval.

The budget shall be prepared in the electronic format as prescribed by the State Board of Education and filed
with the Arkansas Department of Education no later than September 15 of each year.

The approved budget shall provide for expenditures that are within anticipated revenues and reserves. The
District Treasurer shall present monthly reconciliation reports and a statement on the general financial condition
of the District monthly to the Board.

Line item changes may be made to the budget at any time during the fiscal year upon the approval of the Board.
Any changes made shall be in accordance with District policy and state law.

Legal References: A.CA.§6-17914
A.CA §6-13-701 (c) 3)

Date Adopted: July 24, 2003
Last Revised:



7.3—MILLAGE RATE

The Board shall publish, at least sixty (60) days in advance of the annual school election, the District’s proposed
budget, together with a millage rate sufficient to provide the funds necessary for the District’s operation.

Legal References: ACA. §6-13-622
Arkansas Constitution: Article 14 Section 3 (c) as amended by Amendment 74

Date Adopted: July 24, 2003
Last Revised:



74—GRANTS AND SPECIAL FUNDING

The Superintendent or his/her designee may apply for grants or special funding for the District. Any grants or
special funding that require matching District resources shall receive Board approval prior to the filing of the
grant’s or special resource’s application.

Date Adopted: July 24, 2003
Last Revised:



7.5—PURCHASES AND PROCUREMENT

Purchases shall be made in accordance with State laws and procurement procedures governing school
purchases that are deemed to be in the best interest of the District and are the result of fair and open competition
between qualified bidders and suppliers. No bids shall be taken for professional services.

DEFINITIONS
“Commodities” are all supplies, goods, material, equipment, computers, software, machinery, facilities,
personal property, and services, other than personal and professional services, purchased on behalf of the
District.

“micro-purchases” are purchases with a value of less than three thousand five hundred dollars ($3,500) when
purchased with Federal funds.

“Professional services” are legal, financial advisory, architectural, engineering, construction management, and
land surveying professional consultant services.!

“Specifications™ means a technical description or other description of the physical and/or functional
characteristics of a commodity. '

Commodities
The superintendent shall develop procedures for the procurement of micro-purchases that provide for the
distribution of purchases between eligible vendors to the extent possible.

Purchases of commodities with a purchase price of more than § 2 require prior Board® approval; however,
if an emergency exists, the Superintendent may waive this requirement.

The district shall notify in writing all actual or prospective bidders, offerors, or contractors who make a written
request to the district for notification of opportunities to bid. The notification shall be made in sufficient time to
allow actual or prospective bidders, offerors, or contractors to submit a bid or other appropriate response. The
board shall accept bids submitted electronically by email or fax for any and all district purchases, unless
specified to be submitted by other means or methods, and except those bids which have been specified to have a
designated date upon which the bids shall be opened. The superintendent shall be responsible for ensuring
submitted bids, whether written, faxed, or emailed, are retained in accordance with policy 7.15—RECORD
RETENTION AND DESTRUCTION.

The district will not solicit bids or otherwise contract for a sum greater than twenty-five thousand dollars
($25,000) with vendors that are on the “excluded parties list” if the contract is to be paid from federal grant
funds.S

All purchases for a Federal program with an estimated purchase price between three thousand five hundred
dollars ($3,500) and tea twenty thousand dollars ($3920,000) and all purchases of commodities with an
estimated purchase price that equals or exceeds ten twenty thousand dollars ($3620,000) shall be procured by
soliciting bids. Specifications shall be devised for all commodities to be bid that are specific enough to ensure
uniformity of the bid and yet not so restrictive that it would prevent competitive bidding. The bid specifications
shall not include the name or identity of any specific vendor. The Board reserves the right to reject all bids and
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to purchase the commodity by negotiating a contract. In such an instance, each responsible bidder who
submitted a bid shall be notified and given a reasonable opportunity to negotiate.¢

Bids shall be awarded after careful examination of the details of the bid to determine the best overall value to
the District. In instances where the low bid was not accepted, a statement of the reasons the low bid was not
accepted shall be attached to the bid. Bidders submitting written bids shall be notified in writing of the bid
award.

The following commodities may be purchased without soliciting bids provided that the purchasing official’
determines in writing that it is not practicable to use other than the required or designated commodity or service,
and a copy of the written determination is attached to the purchase order:

Commodities in instances of an unforeseen and unavoidable emergency;

Commodities available only from the federal government;

Utility services;

Used equipment and machinery;? and

Commodities available only from a single source.”

LA -

The District may purchase a new motor vehicle, other than a school bus, without soliciting bids if, at the time of
the purchase, the:

a. Purchase is from a motor vehicle dealer licensed in Arkansas;

b. Purchase price of the motor vehicle does not exceed the fleet price awarded by the Office of State
Procurement; and

c. Motor vehicle to be purchased is the same make and model motor vehicle as the make and model the fleet
price was awarded for by the Office of State Procurement.

Prospective bidders, offerors, or contractors may appeal to the district’s superintendent if they believe the
district failed to follow district bidding and purchasing policy or state law.

Any award of a contract shall be subject to revocation for ten (10) working days from:
o The initial awarding of the contract; or
o Ifanappeal is received, resolution of the appeal.

The intent is to provide prospective bidders, offerors, or contractors the opportunity to appeal the bid award if
they believe the facts warrant an appeal. Any appeal shall be in writing by certified mail and received by the
district office, “attention to the superintendent” within seven (7) calendar days following the initial and
revocable award of the contract.

If the district receives an appeal of a bid award, they shall notify, in writing, those prospective bidders, offerors,
or contractors who have made a written request to the district for notification of opportunities to bid that an
appeal has been submitted. The notification shall state:

o that the contract award has been halted pending resolution of the appeal and could be revoked;

the reasons for the appeal;

that the recipient of the letter may respond to the protested issues identified in the appeal;

the date the decision on the appeal will be made and notification sent;

that if the appeal is upheld, the bidding process will-stast-all ever-again be re-opened;
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o that if the bidding is re-opened, changes will be made to the request for bids as necessary to satisfy the
reasons for upholding the appeal.1®

The sole authority to resolve any appeal made relating to this policy shall rest with the superintendent. The
superintendent’s decision shall be final and conclusive. In the event the district upholds an appeal, the sole
responsibility of the district to the aggrieved bidder(s) shall be the re-opening of the bidding process.

The District reserves the right to extend or renew a contract that was previously awarded under the process

governed by this policy and law, provided the extension or renewal meet the following criteria:

1. The equipment and services provided under the extended or renewed contract meets or exceeds the
specifications of the original bid.

2. The extended or renewed contract agreement complies with the state of Arkansas’s documentation
requirements.

3. The cost of the extended or renewed contract is the same or less than the original contract.

4. The extension or renewal is approved by the local school board.

Professional Services
The District does not use a bidding process when procuring professional services. Instead, when the District
needs to procure professional services, the District shall:
1. Select three (3) qualified firms;
2. Determine the most qualified firm by considering, at a minimum, the:
e Specialized experience and technical competence of the firm with respect to the type of professional
services required;
e Capacity and capability of the firm to perform the work in question, including specialized services,
within the time limitations fixed for the completion of the project;
¢ Past record of performance of the firm with respect to such factors as control of costs, quality of work,
and ability to meet schedules and deadlines; and
e Firm's proximity to and familiarity with the area in which the project is located;
3. Negotiate a contract for the project with the most qualified firm.

When negotiating a contract, the District and the selected firm shall jointly prepare a detailed, written
description of the scope of the proposed services. If the District is unable to negotiate a satisfactory contract
with the firm selected, negotiations with that firm shall be terminated and the District shall negotiate a contract
with the next most qualified firm. In the event the District is unable to negotiate a contract with any of the
original selected firms, the District shall reevaluate the necessary professional services, including the scope and
reasonable fee requirements, and return to step one.

The District encourages firms who provide professional services to submit annual statements of qualifications
and performance data to the District. The District shall request any additional information as needed for a
particular public project.

Notes: ! The definition of "professional service" contains the entire list of professional services in A.C.A. § 19-
11-801 that are automatically removed from the bidding process. The board has the option to add
additional professional services to this list with a two-thirds (2/3) vote for each service type to be added.
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Services that can be added to the list are services that require a firm or individual to hold a valid license
specific to perform the type of service in question.

2 Insert an amount less than twenty thousand dollars ($+020,000) if your board determines a lesser
amount is appropriate.

3 Your district may elect to employ a “designated agent of the district,” if so, substitute it for “Board.”
4 ASBA strongly recommends that each district keep a record of all requests to be a “bidder.”
5 Names of vendors on the excluded parties list can be found at http://www.epls.gov.

¢ Any commodities purchased by the district through the TAPS program satisfies the bidding
requirements.

7 This is the school board if specified in this policy (see # above) as the body to approve the purchase
of commodities.

8 Used school buses, over two years old as defined in A.C.A. § 6-21-306(a), are exempt from bidding
requirements.

9 A “sole source justification document” should be attached to the purchase order and maintained in the
audit file for all commodities purchased as such. ADE stipulates the following seven (7) criteria that the
justification must meet:
e Why the service or product is needed;
e The methods used to determine that a lack of responsible/responsive competition exists for the
service or product;
How it was determined that the provider possesses exclusive capabilities;
o Why the service or product is unique;
Whether or not there are patent or property rights which make the required service or product
unavailable from other sources;
What the district would do if the provider/service product were no longer available;
Any program considerations which make the use of a “sole source” critical to the successful
completion of the district’s task.

10 A C.A. § 6-21-304 specifically states the parameters required within the appeal process. Your district
could choose to alter the paragraph and how it intends to deal with the appeal and its resolution. An
example would be to award a financial settlement to the appellant if the appeal is upheld. Another
example would be to state, by policy, the length of time for the resolution of the appeal process.

Legal References: A.C.A. § 6-21-301, 303, 304, 305, 306, 307
A.CA. § 6-24-101 et seq.
A.CA. §19-11-801 et seq.
2 CF.R. §200.67
2 CF.R. §200.319
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2CF.R. §200.320
2CF.R §200.324
48 CFR. §2.101

Date Adopted:
Last Revised:
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7.6—ACTIVITY ACCOUNT

The District shall maintain an account of activity funds. The funds for the account are those revenues derived
from the sale of tickets to athletic contests or other school sponsored activities; the sale of food other than that
sold in the cafeteria; the sale of soft drinks, school supplies, and books; and fees charged by clubs and

organizations.

Activity funds shall be maintained and accounted for according to guidelines and procedures established by the
General Education Division of the Department of Education.

The Superintendent shall be the custodian of all activity funds and shall be responsible and accountable for the
funds. The Superintendent may appoint a co-custodian for each school in the District who shall also be
responsible for the activity funds he/she maintains.

Legal Reference: A.C.A. §6-13-701 (e)

Date Adopted: July 24, 2003
Last Revised:



7.7—CASH IN CLASSROOMS

Teachers shall deposit daily to the principal’s office all activity fimds collected in their classrooms. No cash or
checks are to be left in any classroom overnight.

Date Adopted: July 24, 2003
Last Revised:



7.8—PERSONAL PROPERTY

To avoid confusion and the potential for misunderstandings, District staff who bring personal property to school
to use in the performance of their jobs should label the items with their names. Any such items should be
removed from the school at the close of school each year. The District assumes no responsibility for damage to,
or the loss of, personal property brought to District facilities by District staff.

Date Adopted: July 24, 2003
Last Revised:



7.9—PROPERTY INSURANCE

The Superintendent shall be responsibl

e, with approval of the Board, for maintaining adequate insurance
coverage for all District properties.

Date Adopted: July 24, 2003
Last Revised:



7.10—PUBLIC USE OF SCHOOL BUILDINGS

It is the policy of the Board that District school buildings may be used by citizens of the District to conduct
lawful meetings for social, civic, or recreational purposes provided such meetings do not interfere with the
regular school work. The Superintendent shall be responsible, with Board approval, for establishing procedures
goveming such use of school buildings. The govemning procedures shall be viewpoint neutral. Building
principals shall be consulted to determine if there exists any conflict with planned school activities prior to other
groups being allowed to use school facilities.

The District shall establish a fee schedule for the use of school facilities. Charges made for the use of school
facilities shall reflect the actual costs (e.g. labor, utility, and materials) incurred by the District.

Organizations using school facilities assume full and complete responsibility for the conduct of all persons,
regardless of age, associated with their use of the facility while they are in or about the facility. Smoking or the
use of tobacco or products containing tobacco in any form or the use of drugs or intoxicants is prohibited.
Firearms of any kind are not allowed on school property unless the person carrying the firearm is pemmitted to
do so by law as defined in A.C.A. § 5-73-120.

Legal Reference: A.CA.§6-21-101
A.CA. §5-73-120

Date Adopted: July 24, 2003
Last Revised:
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7.10 A

Buildings of the Calico Rock School District constitute one of the greatest investments of
the Board of Education. It is in the best interest of the District to protect the investment
adequately yet provide some degree of public access, in an attempt to do so the following
parameters have been established. '

It shall be the policy of the Board of Directors of the Calico Rock School District to limit
the use of the high school gymnasium to times when the following are present (provided
they are willing to accept responsibility):

A. School Personnel
B. Members of the Board

It is recognized that the Izard County deputies provide late night surveillance for the - oo
elementary and high school campuses. Therefore, the Board grants permission to use the
weight room facilities to the deputies assigned to the substation in Calico Rock. One key
will be assigned to that substation for their personal and professional use.

Use of the elementary gym can be obtained by signing a contract in the elementary
principal’s office. Persons wanting to use the elementary gym must be at least 21 years
of age and be approved by the administration.



™ 71—USE OF SCHOOL FUNDS FOR POLITICAL PURPOSES

School funds shall not be used for political, Charitable, or humanitarian purposes.

Date Adopted: July 24, 2003
Last Revised:
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